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SBAS  SUPPORT  UNIT 
NEWS 


As  we  speak,  ISD  is  busy  putting  the 
Information  Control  Core  (ICC)  Forms  191  and 
192  (Responsibility  Center/Reporting  Center) 
onto  On-Line  Entry  and  Edit  (OEE).    This  will 
allow  each  agency  to  key  these  forms  on-line 
instead  of  having  keypunch  input  them. 
Rejecting  191/192's  will  also  be  corrected  on- 
line by  each  agency.    All  of  this  will  be 
available  through  the  Main  Menu  of  OEE. 

Training  for  on-line  ICC  will  begin  sometime  in 
March.    As  soon  as  we  know  more,  we  will 
contact  you  to  set  up  a  schedule.    This  training 
should  be  very  short  (1-2  hours).    If  training  is 
needed  on  any  other  aspect  of  OEE,  we  should 
be  able  to  take  care  of  it  then.    It  is  anticipated 
that  we  will  no  longer  accept  Forms  191/192 
after  May  1. 

We  are  planning  to  offer  a  class  on  SBAS  in 
April.    To  better  meet  the  needs  of  as  many 
people  as  possible,  we  would  like  to  know  what 
areas  of  training  are  needed  in  your  agency. 
Some  possible  training  areas  are  SBAS  reports, 
SBAS  forms,  ICC,  PAMS,  and  on-line  entry  of 
documents.    Be  as  specific  as  you  can  on  the 
types  of  training  needed,  including  the  level  of 
knowledge  or  experience  of  people  needing 
training.    Include  all  areas  of  interest  in  the 
accounting  area  and  not  just  SBAS.    Indicate 
approximately  ht)w  many  people  would  be 
interested  in  each  area.    Please  let  us  know,  in 
writing  (including  ZipMail),  as  soon  as  possible. 
If  you  have  any  questions  or  concerns,  call  the 
SBAS  Support  Unit  in  the  Accounting  Bureau 
at  3()92. 


TECHTALK 


Adding  Special  Characters  to  Your 
Worksheet 

Lotus  1-2-3  allows  you  to  use  special  characters 
in  your  worksheets  other  than  the  standard 
ASCI!  characters  that  you  are  familiar  with 
using.    However,  each  release  of  1-2-3  handles 
these  characters  differently  so  you  may  not  want 
to  use  them  in  worksheets  which  need  to  be 
shared  with  other  users  using  different  versions. 

Release  2.x  uses  the  Lotus  International 
Character  Set  (LICS).  which  includes  ASCII 
characters  and  various  international  characters. 
Release  3.x  uses  the  Umus  Multibyte  Character 
Set  (LMBCS),  which  includes  all  the  characters 
in  LICS  and  ASCII,  plus  most  other 
international  character  sets.    1-2-3  for  Windows 
release  1.x  and  4.0  use  the  American  National 
Standards  Institute  (ANSI)  Windows  character 
set. 

Some  monitors  and  printers  can't  display  or 
print  all  LICS  or  LMBCS  characters.    In  these 
cases,  1-2-3  uses  a  character  which  resembles 
the  character  you  are  trying  to  reproduce. 

To  enter  one  of  these  characters,  use  the 
@CHAR(x)  function,  where  x  represents  a  code 
number  between  1  and  255.    Different  code 
numbers  produce  different  characters.    For 
example,  to  produce  a  f  (British  pound  sign), 
you  would  find  the  corresponding  code  number, 
163,  and  enter  (oCHAR(163)  in  a  cell.    The 
following  table  is  a  partial  list  of  characters: 

Code         Alphanumeric  Xsymbol 
Number    Typeface  Typeface 


42 

» 

V 

43 

+ 

4 

160 

f 

162 

c 

163 

£ 

167 

§ 

175 

-=■ 

181 

^ 

182 

H 

198 

/E 

230 

ae 

246 

0 

There  arc  many  other  characters  available  which 
can't  be  reproduced  here.    In  addition,  by 
choosing  an  X.symbol  typeface  rather  than  an 
Alphanumeric  typeface  like  Swiss  or  Courier, 
the  result  is  a  different  character.    For  example, 
to  produce  a  ¥  (heart),  you  would  Tmd  the 
corresponding  code  number,  42,  and  enter 
@CHAR(42)  in  a  cell  formatted  in  Xsymbol 
typeface. 

To  create  a  worksheet  which  includes  all  the 
characters  in  LICS  or  LMBCS,  fill  range 
A1..A255  with  the  numbers  1  through  255. 
This  can  be  done  by  selecting  /Data  Fill,  select 
range  A1..A255  as  the  range  to  fill,  enter  1  as 
the  start  value,  and  accept  the  default  step  and 
stop  values.    Now  enter  @CHAR(A1)  into  cell 
Bl,  and  copy  it  to  range  B2..B255.    Some  of  the 
cells  may  be  blank,  display  characters,  or  display 
a  box  character  depending  on  which  version  of 
1-2-3  you  are  using.    To  display  the  additional 
characters  using  an  Xsymbol  typeface,  enter 
@CHAR(A1)  into  cell  CI,  and  copy  it  to  range 
C2..C255  and  format  this  range  with  an 
Xsymbol  typeface. 

See  your  1-2-3  reference  or  user  guide  for  more 
on  Lies,  LMBCS,  or  ANSI  character  sets,  or 
the  @CHAR  function. 

If  you  have  any  questions  about  Lotus  1-2-3, 
please  call  Irv  Vavruska  at  444-2858  or  Jerry 
Kozak  at  444-2907. 

CL/SuperSession  Conversion 


If  you  use  several  different  mainframe 
applications  and  would  like  to  be  able  to  use 
them  concurrently  and  jump  between  them 
easily,  SuperSession  is  the  tool  for  use.    CL/SS 
is  a  multi-session  manager  which  allows 
computer  users  to  access  more  than  one 
mainframe  applications  (TSO,  CICS,  IDMS,  etc) 
at  the  same  time  through  the  use  of  virtual 
terminals.    Many  agencies  are  already  using 
CL/SS  and  find  it  helpful  in  increasing  their 
productivity.    ISD  is  planning  to  convert 
existing  terminals  to  CL/SS  starting  February 
22,  1994.    If  you  have  and  questions  or 
concerns  contact  Jern.  Kozak,  at  444-2907,  or 
Irv  Vavruska,  at  444-2858,  both  from  EUC.    To 
request  training  for  CL/SS,  please  contact  Lois 
Lebahn,  at  444^3987. 
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Copying  Disks  with  Different 
Formats 

Diskcopy  will  noi  copy  data  from  one  media 
type  (5.25  to  3.5)  to  another.    It  will  state  a 
invalid  media  type  error.    To  work  around  this 
problems  you  can  use  the  DOS  XCOPY 
command.    The  following  command  can  be  used 
to  copy  one  disks  information  to  another.    As 
long  as  the  amount  of  data  to  be  transferred  is 
not  greater  than  the  target  disk  can  hold,  the 
command  works  fine. 

XCOPY  a:\  b:\  /S  /E 

The  /S  switch  tells  XCOPY  to  copy  files  in  all 
subdirectories  of  the  specified  directory,  and  the 
/E  switch  tells  it  to  copy  subdirectories  even  if 
they're  empty.    XCOPY  will  not  prompt  for  a 
new  disk  if  the  files  being  transferred  do  not  fit 
on  the  target  drive. 

Note  that  the  XCOPY  command  does  not 
replace  the  DISKCOPY  command  because  it 
requires  the  target  disk  to  be  empty. 
DISKCOPY  overwrites  the  existing  contents  of 
the  target  and  will  even  format  the  target  if 
necessary.    Unless  you  know  in  advance  that  the 
target  is  empty,  you  will  have  to  format  it  or 
otherwise  erase  all  of  its  files  before  you  can 
XCOPY  files  to  it. 

If  you  have  any  questions  contact  Jerry  Kozak 
at  444-2907  or  Irvin  Vavruska  at  444-2858. 

Get  the  Most  from  your  Video 
Display 

Many  people  are  getting  new  PC's  these  days 
that  are  capable  of  running  in  Super  VGA 
mode  (these  are  generally  the  486  machines). 
However  if  you  are  loading  Windows  off  the 
LAN  you  may  not  find  suitable  Super  VGA 
choices  available  in  the  Setup  Menu.    If  you 
have  Super  VGA  capabilities  you  can  actually 
have  your  choice  of: 


Standard  VGA 
Super  VGA 
Super  VGA 
Super  VGA 
Super  VGA 
Super  VGA 
Super  VGA 


640x480 

640x480 

640x480 

800x600 

1024x768 

1024x768 

1280x1024 


16  colors 
256  colors 
32K  colors 
256  colors 

16  colors 
256  colors 

16  colors 


Many  of  these  are  available  in  Small  or  Large 
Fonts. 

You  can  change  modes  yourself  by  following 
these  steps.    First  and  foremost  copy  your 
system.ini  file  to  system. bak  just  in  case  your 
new  driver  selection  doesn't  work  like  you 
thought  it  would.  Close  down  any  DOS 
applications  that  are  running  because  Windows 
will  need  to  shut  down  and  restart  afier  you 
make  your  changes.    Then  open  the  MAIN 
group.    Now  start  "Windows  Setup".    Select 
"Options"  and  then  "Change  System  Settings". 
Use  the  down  arrow  at  the  right  end  of  the 
"Display"  box  to  scroll  through  the  choices. 
Make  the  desired  selection  and  then  click  on 
"OK".    You  may  be  asked  to  insert  a  disk  if  the 
video  driver  isn't  found.    After  the  driver  is 
located  Windows  will  offer  to  Restart  to  make 
your  changes  current.  Click  Restart.    Windows 
will  close  down  and  restart  using  your  new 
settings.    NOW!  if  Windows  does  not  start 
properly  in  a  reasonable  amount  of  time  or  if 
your  display  is  unreadable  then  your  video 
selection  was  inappropriate  for  your  machine. 
Reboot  your  machine  but  don't  start  windows. 
Go  to  the  directory  where  the  System.ini  file  is 
located  and  copy  system.bak  to  system.ini  to  set 
your  video  back  to  the  original  settings.    You 
can  now  start  Windows  and  try  another  driver 
selection.    If  you  don't  see  Super  VGA 
selections  available  or  your  not  getting  the 
expected  results,  call  Dave,  Jerry,  Irv,  or  Denny 
at  End  User  Computing.    Dave's  number  is  444- 
1593. 

MONTOR  -  Another  Windows 
Freebie 

PC  Magazine  recently  published  a  new  free 
Windows  utility  named  MONTOR.    MONTOR 
keeps  track  of  the  important  resources  of  your 
WINDOWS  sessions  and  displays  a  warning 
whenever  any  of  the  resources  fall  below  the 
limits  you  the  user  sets.    MONTOR  tracks  the 
three  Windows  systems  resources  (System 
memory,  GDI  memory.  User  memory),  Total 
Free  memory  for  the  system,  and  free  space  on 
up  to  four  drives.  MONTOR  displays  the 
information  on  the  resources  on  a  vertical 
gauge  in  10%  intervals.    Qilored  pointers 
indicate  the  user  defined  warning  level  and  the 
current  usage  level  (see  example  which  follows). 
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To  get  your  copy  of  MONTOR,  contact  Denny 
Knapp  of  End  User  computing  at  444-2072,  or 
on  ZIPIMail. 

Think  Square 

In  recent  months,  you  have  probably  heard  and 
read  a  fair  amount  about  the  data  center's 
conversion  from  open  reel  (round)  tapes  to 
cartridge  (square)  tapes.    ISD  has  previously 
published  articles  in  News  &  Views,  a  memo, 
and  conversion  guideline,  all  of  which  pertain  to 
the  conversion  to  cartridge  tapes.    Hopefully, 
you  have  received  and  had  a  chance  to  review 
this  information.    If  not,  please  do  so  at  your 
earliest  a)nvenience. 

As  we  have  stated  previously,  it  is  our  goal  that 
all  applications  be  converted  to  use  the 
cartridge  tapes  by  July  1,  1W4.    While  this 
conversion  process  is  not  difficult,  it  will  require 
some  time  to  complete.    Therefore,  we 
encourage  you  to  get  started  as  soon  as  possible 
and  not  wait  until  the  final  hour  to  complete 
this  conversion.    Many  of  you  will  be  facing 
your  fiscal  year  end  processing  and  don't  need 
the  additional  pressure  of  facing  this  conversion 
at  that  time. 

Prior  to  this  conversion,  there  were  14  model 
3420  (open  reel)  tape  drives  in  the  data  center. 
As  the  conversion  to  airtridge  tapes  has 
progressed,  we  have  gradually  reduced  the 
number  of  those  drives.    In  mid  Januarv,  we 


removed  two  more  of  these  drives  from  service 
with  only  six  remaining  in  service.    We  plan  to 
reduce  this  number  to  only  two  by  July  1,  1994. 
This  is  necessary  to  free  up  additional  floor 
space,  a  commodity  which  is  very  limited  in  the 
data  center.    As  you  can  see,  our  ability  to 
process  the  open  reel  tapes  will  be  severely 
limited. 

Another  problem  which  we  face  with  the  open 
reel  tapes  is  reliability.    As  these  tapes  get 
older,  they  are  more  prone  to  read  or  write 
errors,  frequently  resulting  in  job  abends.    Until 
now,  our  polic7  has  been  to  allow  a  credit  for 
jobs  which  have  failed  due  to  read  or  write 
errors  on  tape.    However,  because  we  cannot 
guarantee  the  reliability  of  these  tapes,  and 
because  we  now  offer  a  more  reliable  media  for 
your  tape  data  sets,  this  policy  is  to  be  changed. 
As  of  July  1,  1994,  we  will  no  longer  issue 
credits  for  jobs  which  fail  due  to  read  or  write 
errors  on  open  reel  tapes. 

In  addition  to  reliability,  the  cartridge  tapes 
have  several  advantages  to  offer.    Among  these 
are  a  much  faster  data  transfer  rate,  a  much 
larger  capacity,  and  the  use  of  automated 
cartridge  loaders.    To  you,  these  advantages 
mean  fewer  job  reruns,  quicker  job  turnaround, 
and  reduced  processing  and  tape  storage  costs. 

The  bottom  line  is  that  all  tape  applications 
must  be  converted  to  cartridge  tapes.    The 
sooner  vou  start  your  conversion,  the  sooner 
you  can  start  reaping  the  benefits  of  the 
cartridge  media.    If  you  have  not  received  a 
copy  of  the  conversion  guideline,  please  call 
Dave  Smith  at  444-2860  or  pick  one  up  in  the 
I/O  area  in  the  basement  of  the  Mitchell 
Building.    Remember.  THINK  SQUARE  (tapes, 
that  is). 
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DECIWyle 

Remember  you  need  to  select  an  adapter  and 
include  il  in  your  configuration  for  all  LPx 
models.    There  are  3  adapters  from  which  to 
choose,  and  they  have  been  added  to  the  term 
contract.    The  latest  product  line  to  be  added  is 
the  \l-.    These  models  feature  PCI  Uu-al  bus 
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platforms,  and  lull  upgradcahility.    The  laicM 
price  list  has  been  sent  via  ZiP!mail.    If  you 
would  like  a  copy,  give  Brett  (0515)  or  Dan 
Sidor  (2029)  a  call." 

ComputerlandllBM 

ComputerLand's  availability  looks  good  on  the 
PS/Valucpoints,  PS/2  models  9553  and  9556. 
and  the  Thinkpad  350  and  5(K).    The  Thinkpad 
720's  have  been  withdrawn  from  the  market  and 
are  no  longer  available.  The  color  Thinkpad 
models  continue  to  be  difficult  to  get.    You 
should  call  Mike  Price  (443-32(X))  before 
ordering. 

Computerland/HP 

ComputerLand  was  granted  price  increases  on 
add-in  memory,  as  well  as  the  LaserJet  4  and 
4M  models.    Call  Dan  (2029)  or  Brett  (0515)  if 
you  would  like  a  copy  of  the  latest  prices.    For 
technical  questions  or  product  availability  call 
Earl  at  Computerland  (.329-7660). 

PC  Comer 

For  those  of  you  that  ever  wondered  what  some 
of  the  PC  computing  terms  mean  but  were 
afraid  to  ask,  here's  brief  descriptions  of  some 
commonly  used  terms: 

Local  Bus  -  the  path  over  which  information 
flows  from  one  component  to  another  inside 
your  PC.    Local  bus  means  there's  no  ISA 
controller  standing  between  the  bus  and  the 
processor.    The  local  bus  is  the  industry 
standard  for  32-bil  video.    The  old  I/O  bus  was 
16-bit  and  had  to  stop  at  the  ISA  controller 
chip.    There  are  currently  two  dominant  local 
bus  technologies,  VESA  and  PCI.    The  VESA 
local  bus  hooks  directly  into  the  CPU's 
processor.    The  latest  bus  technology,  the  PCI, 
puts  a  layer  between  the  CPU  and  peripherals. 
The  result  is  a  processor-independent  bus  that 
can  be  easily  hooked  into  a  wide  variety  of 
CPU's. 

PCMCIA  -    the  standard  notebook  expansion 
slots,  which  accept  credit-card  like  adapters  that 
give  your  notebook  added  capabilities.    There 
arc  three  different  types  of  adapters,  according 
to  their  function  and  thickness.    Type  I  cards 
handle  memory  only.    Type  II  cards  include 


data/fax  modems,  communication  cards,  and 
LAN  cards.    Type  III  cards  are  hard  disk  drives. 

Cache  -  accelerates  the  data  moving  between 
the  system  memory  and  CPU,  reducing  wait 
states.    It  is  a  very  fast  local  storage  memory, 
and  fits  between  the  microprocessor  and  the 
main  system  memory.    Cache  memory  holds 
copies  of  code  and  data  that  are  frequently 
requested  from  the  main  system  memory  by  the 
microprocessor. 

SCSI  (hard  disk)  -  stands  for  Small  Computer 
Systems  Interface.    It's  an  industry  standard  for 
the  way  peripherals  talk  to  the  operating  system 
and  CPU.    SCSI  data  transfer  is  faster  than 
previous  technologies,  and  each  SCSI  interface 
allows  you  to  hang  or  "daisy  chain"  up  to  seven 
additional  devices  (such  as  tape  backup,  CD- 
ROM,  addtitional  hard  drives,  etc). 

IDE  (hard  disk)  -  initials  for  Integrated  Drive 
Electronics.    It  combines  the  drive  electronics 
with  the  controller  electronics  all  on  one  board, 
mounted  on  the  drive  itself.    Provides  a  simple, 
direct  connection  from  the  drive  to  the 
motherboard.    IDE  technology  only  allows  one 
peripheral  connection,  such  as  a  tape  drive  or 
second  hard  disk. 

Non-interlaced  (monitor)  -  interlacing  is  a 
technique  of  refreshing  every  other  line  on  a 
screen  in  one  pass,  thus  refreshing  the  entire 
screen  two  passes.    Interlacing  came  about  in  an 
attempt  to  reduce  flicker  in  monitors  with  low 
refresh  rates  (such  as  56Hz).    Now  we  have 
monitors  with  much  higher  refresh  rates 
(standard  is  72Hz.  with  some  as  high  as  90Hz). 
With  these  high  rates,  scanning  every  line  in 
one  pass,  or  non-interlacing,  produces  a 
virtually  flicker-free  display.    Thus,  today's  best 
monitors  are  non-interlaced. 

Dot-pitch  -  is  the  distance  between  screen 
'dots'.     A  lower  dot-pitch  yields  a  crisper 
display  image.    Typical  dot  pitches  measure 
from  .24mm  to  .51mm.    Most  monitors  today 
have  dot-pitch  of  .28mm  or  .29mm. 

ZIPITips 

Can  you  imagine  what  your  desktop  would  look 
like  if  you  didn't  file  or  dispose  of   every  piece 
of  mail  you  received?    Electronic  mail  can 
create  the  same  sort  of  mess  if  you  don't  take 
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care  of  your  mail  by  filing,  forwarding  or 
deleting  items  once  you  have  processed  them. 
If  everyone's  in-tray  is  flooded  with  items,  the 
network  server  can  run  out  of  disk  space.    It  is 
the  responsibility  of  each  ZIP!Mail  user  to  take 
care  of  their  electronic  mail,  just  as  they  do 
their  regular  mail. 

Filing  important  mail  as  it  arrives,  makes  later 
retrieval  much  easier.    If  filing  is  to  be 
beneficial,  it  must  be  done  in  an  orderly 
manner.    Imagine  opening  up  a  file  drawer  in 
your  office  and  finding  piles  of  documents  in  no 
particular  order.    In  ZlPIMail,  if  you  don't' 
associate  a  Keyword  with  your  items,  your  Mail 
Library  will  have  the  same  effect. 

To  File  items  from  your  in-tray,  select  Process, 
Citpy,  and  then  File.    The  next  panel  displays 
the  "envelope"  of  the  item  and  provides  the 
following  options;  Modify  Details,  Keywords, 
File  and  Library.    Select  Modify  Details.    Under 
the  Modify'  function,  you  can  change  the  details 
of  the  item  you  arc  filing  by  tabbing  from  field 
to  field.    (For  example,  if  the  "Subject  Field" 
wasn't  filled  in  by  the  sender,  you  can  fill  it  in 
at  this  time.)    When  you  arc  done  modifying 
the  details,  press  enter. 

ZIPIMail's  Keywords  serve  the  same  function  as 
a  label  does  on  a  file  folder.    If,  for  instance, 
you  get  several  pieces  of  mail  that  relate  to 
project  on  promotion  evaluations,  you  can  name 
a  Keyword  "Promotion  Info".    To  add  a 
Keyword,  select  Keywords,  then  New.    Your 
Keyword  can  be  30  characters  long.    After 
entering  your  keyword,  press  enter,  then  File. 
(You  can  also  add  up  to  four  Keywords  on  a 
specific  mail  item.)    You  are  now  positioned  at 
the  envelope  of  the  item  you  just  filed. 
IMPORTANT:    At  this  point,  be  sure  to  Delete 
the  item  from  your  in-tray. 

At  a  later  date,  when  you  need  to  retrieve  that 
particular  item,  you  simply  narrow  down  the 
selection  list  in  your  Mail  Library  by  specifying 
the  Kcvword  you  associated  with  the  item.    To 
accomplish  this,  .select  Mail  Library,  Retrieve, 
Limit  and  Keywords.    Highlight  the  Keyword 
as.sociated  with  your  item  and  strike  the 
spacebar  to  select  it.    (If  you  filed  the  using 
more  than  one  keyword,  you  have  to  select 
them  also.)    Press  enter  and  your  Mail  Library 
only  displays  the  items  filed  under  the  selected 
Keyword(s). 


For  more  information  on  Keywords,  or  any 
other  ZIP!Mail  questions,  contact  Sue  Skuletich 
in  End-User  Computing  at  444-1.392. 

From  the  SYSOP's  Comer .  .  . 

Last  month,  I  discussed  our  plans  for  the  State 
Bulletin  Board  System.    It  is  taking  a  little 
longer  for  us  to  get  our  plans  finished  and 
implemented  than  expected.    We  are  also  busy 
looking  at  the  Board's  usage  statistics  to  justify 
additional  96(X)  baud  modems. 

Meanwhile,  your  Department  might  want  to 
look  at  the  information  it  creates  and  see  which 
items  would  be  appropriate  for  the  State 
Bulletin  Board  System.    Certain  items  are 
required  by  MCA  2-17-322: 

"...  Agencies  involved  in  communicating 
information  to  the  public  shall  maintain 
appropriate  information  on  the  bulletin 
board  system,  including  but  not  limited  to: 

(a)  environmental  assessments; 

(b)  rulemaking  notices; 

(c)  board  vacancy  notices  as  required  by 
2-15-201; 

(d)  agency  reports  mandated  by  statute; 

(e)  parks  reports  required  by  23-1-110; 

(f)  requests  for  bids  or  proposals;  and 

(g)  public  meeting  notices  and  agendas." 

In  addition,  any  document  created  by  computer 
and  distributed  to  the  public  MIGHT  be  a  good 
candidate  for  the  State  Bulletin  Board  System. 
An  example  of  an  appropriate  item  is  the  state 
phone  directory  that  is  currently  on  the  Bulletin 
Board.    If  an  item  is  distributed  to  the  public 
automatically,  or  on  request,  it  probably  belongs 
on  the  Bulletin  Board  "...  to  reduce  copying 
and  mailing  costs  for  state  government"  (from 
MCA  2-17-32). 

We  will  be  contacting  each  agency  when  the 
BBS  upgrade  is  almost  complete.    At  that  time, 
we  will  be  working  directly  with  your  agency  to 
determine  exactly  what  should  be  kept  on  the 
BBS.    Until  then,  examine  the  information  your 
agency  produces  and  create  a  list  of  which 
information  might  be  appropriate.      If  you  have 
any  additional  questions,  feel  free  to  call 
Forrest  Christian  at  ext.  2921. 
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Calendar  of  Events 


February  9  -  Information  Tcchnok)g>  Manager's 
Group  (ITMG):    Room  109,  Health  building. 

March  15  -  Information  Technology  Advisory 
Council  (ITAC)  meeting  -EPP  Issues  - 
Governor's  reception  room  -  8:30 

March  22  -  Information  Technology  Advisory 
Council  (ITAC)  meeting  -Task  Force  Reports  - 
Governor's  reception  room  -  8:30 


End  Notes 


ISD  Network  Assistance  Center  444- 
2000 

Got  a  problem?    Need  ISD  assistance  or  sup- 
port for  any  of  your  information  processing 
nceds--either  voice  or  data?    The  central  con- 
tact point  is  the  ISD  Network  Assistance 
Center. 

Electronic  Distribution  of  News  and 
Views 

Help  save  a  tree  and  have  your  N&V  come  to 
you  electronically!    Just  let  Brett  or  Dan  know, 
and  you  will  be  added  to  the  ZlP!Mail 
distribution  list. 


Submit  Articles 

If  you'd  like  to  submit  an  article  to  News  and 
Views  for  publiaition,  please  send  it  to  Dan 
Mossman  or  Brett  Boutin,  preferably  by 
ZIP!Mail.    Please  have  your  article  in  by  the 
date  below  for  inclusion  in  the  month  listed: 

March  Issue  2/18/94 
April  Issue  3/18/94 


875  copies  of  this  public  document  were  printed  at  a  cost  of  S264. 
Distribution  costs  are  S18.25. 

39  copies  of  this  document  were  distributed  electronically  at  a  no  cost. 

Editors:      Brett  Boutin  &  Dan  Mossman 
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Training  Information 


All  classes  will  be  held  in  Room  210  at  the  Helena  Vo-Tcch  center  at  1115  N.  Roberts,  unless  another 
location  is  specified.    Please  note  that  these  costs  arc  subject  to  change  each  July  1st. 

To  enroll  in  a  class,  you  musl  send  or  deadhead  an  enrollment  application  to  the  State  Training  Center, 
HVTC,  Helena,  MT    59601.    If  you  have  questions  about  enrollment,  please  call  444-6800.    Once  you 
enroll  in  a  class,  the  full  fee  will  he  charged  UNLESS  you  cancel  at  least  three  business  days  before  the  first 
day  of  class. 


The  classes  available  and  their  costs  arc  as  follows: 

Class  Name 
♦MVSVESA  -  Differences  from  MVS\XA 

Introduction  to  TSO/SPF 

Introduction  to  JCL  (Job  Control  Language) 
♦Introduction  to  CICS  Programming 
♦Introduction  to  IDMS  Database  Programming 
*IDMS  ADS/Online 
♦Introduction  to  CULPRIT 
♦Subscripting  in  CULPRIT 
♦CULPRIT  Programming  for  IDMS 
♦Introduction  to  SAS:    Module  1 
Module  2 
Module  3 
♦Novell  Network  Administration 
♦Novell  NetWare  System  Manager 
♦Novell  NetWare  Advanced  System  Manager 
♦Novell  Netware  Ser\ice  &  Support 
♦PC  Maintenance 
♦Windows  Purchase.  Installation  and 

Use  Considerations 
♦Windows  for  the  Technical  Support  Team 

Beginning  Microcomputer  Skills 

Fundamentals  of  DOS 

Intermediate  DOS 

Introduction  to  Novell  Networks 

Introduction  to  Wind(^ws 

CorelDraw 
♦CA-Docview 
♦Introduction  to  Quickref 

Introduction  to  WordPerfect  (5.0  or  5.1) 

Advanced  Features  of  WordPerfect  5.0 
♦WordPerfect  Complex  Document  Functions 
♦More  WordPerfect  Complex  Document  Functions 

WordPerfect  5.1  Tables 

WordPerfect  5.1  Columns  and  Math  Functions 

WordPerfect  5.1  Graphics 
♦WordPerfect  Merge  and  Sort  Functions 
♦WordPerfect  5.1  Macros 
•WordPerfect  5.1  Tips  and  Tricks 


Cost 

FREE 
S  85.00 
340.00 


255.00 
FREE 

170.00 
21.25 
21.25 

212.50 

170.00 


170.00 

FREE 

** 

85.00 
85.00 
85. (X) 
42.50 
85.00 
85.00 

FREE 

FREE 
127.50 
127.50 
42.50 
42.50 
42.50 
42.50 
85.00 
42.50 
85.00 

FREE 


Length 
in  Days 

'/4 
1 

4 
5 
5 
5 
3 

'/4 

2 

'/4 
'/4 

2'/: 

2 

3 

3 

5 

2 


2 
1 
1 

1 

'/: 
1 
1 

Vi 

'/4 

1'/: 
V/z 
'/: 
Vi 
Vi 
'/: 
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*Q)nvcrsion  from  WordPerfect  5.0  to  5.1 

Q)nversion  to  WP  5.2  for  Windows 

Desktop  Publishing  for  WP 
'Spreadsheet  Design  and  Documentation 
•Conversion  from  Lotus  \-2-?>  Rel.2.2  to  Rel.3.1 

Introduction  to  Lotus  1-2-3,  (Release  2.3  or  3.1) 

Intermediate  Lotus  1-2-3,  (Release  2.3  or  3.1) 
•Lotus  1-2-3  WYSIWYG  Features  (Release  2.3  or  3.1) 

Lt)tus  1-2-3  Graphics  (Release  2.3  or  3.1) 
•Lt)tus  1-2-3,  Release  3.1,  3-Dim.  Spreadsheets 
•Lotus  1-2-3  Printing  (Release  2.3  or  3.1) 
•Lotus  1-2-3  for  Windows  Qinversion 

Freelance  for  Windows 
•Freelance  for  Windows  -  Conversion 

Lt)tus  1-2-3  Macros  (Release  2.2,  2.3,  or  3.1) 
•Introduction  to  Lotus  1-2-3  Database  Features 
•Introduction  to  PFS:Professional  File,  Ver.  2.0 
•Micro  Database  Concepts  and  Design 
•Introduction  to  R:Base,  Release  3.1 
•Advanced  R:Base  Release  3.1 
*R:Base  Query  and  Reports  (Rel.  3.1) 
'R:Base  Views  (Rel.  3.1) 
•Intermediate  R:Base  (Rel.  3.1) 
•State  Telephone  Training 
•Orientation  to  State's  Computer  Center 
•Introduction  to  IBM's  Library  Reader 


FREE 

'/■ 

42.50 

'/2 

85.00 

1 

85.00 

1 

FREE 

V* 

170.00 

2 

85.00 

1 

42.50 

'/4 

42.50 

^A. 

42.50 

V2 

42.50 

Vz 

FREE 

Va 

85.00 

1 

FREE 

«/4 

170.00 

2 

170.00 

2 

85.00 

1 

85.00 

1 

212.50 

2V4 

170.00 

2 

85.00 

1 

FREE 

Va 

170.00 

2 

FREE 

V* 

FREE 

V* 

FREE 

V* 

This  class  is  not  scheduled  during  the  time  covered  in  this  issue. 
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Training  Calendar 


Data  Network/Mai nrramc  Classes 


Feb.  15,  16,  17.  18 
March  1 

March  14,  15,  16,  17 
April  13.  14 

MicTt)computcr  Qas-scs 

February  1 

February  24 
March  8 
March  22 
March  30 
March  31 
April  12 
April  26 
April  27 
April  28 

Word  Processing  Qasscs 

February  2,  3 
February  8 
February  22,  23 
March  9  a.m. 
March  9  p.m. 
March  10 
March  24 
April  6,  7 
April  19 
April  20 


VS  COBOL  II 
Introduction  to  TSO/SPF 
Introduction  to  JCL 
Introduction  to  Novell  Networking 


Introduction  to  Windows 
Introduction  to  DOS 
Freelance  for  Windows 
Intermediate  DOS 
Beginning  Micro  Skills 
PC  Memory  Management 
Introduction  to  DOS 
Introduction  to  Windows 
CorelDraw 
Uitus  Freelance 


Introduction  to  WordPerfect 

Desktop  Publishing  with  WordPerfect  for  Windows 

Advanced  Features  of  WordPerfect  for  Windows 

WordPerfect  Tables 

WordPerfect  Columns  &  Math 

WordPerfect  Graphics 

Introduction  to  WordPerfect  for  Windows 

Advanced  Features  of  WordPerfect 

WordPerfect  for  Windows  Conversion 

Desktop  Publishing  with  WordPerfect  for  Windows 


Spreadsheet  Qasses 

Februarv'  9,  1(1 
March  2,  3 
March  23 
March  29  a.m. 


Lotus  Macros 
Introduction  to  Lotus 
Intermediate  Lotus 
Lotus  Graphics 
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Data  Network/Mainframe  Classes 


VS  COBOL  II:  presented  by  the  Computer  Systems  Development  Qirporation 

DATES:  February  15,  1994 

February  16,  1994 

February  17,  1994 

February  18,  1994 
TIME:  8:30  a.m.  to  5:00  p.m. 

PREREQUISITE:  Thorough  knowledge  of  programming  in  an  OSA^S  COBOL  environment 

LOCATION:  Helena  Vo-Tech  Center,  1115  North  Roberts,  Room  210 

This  8-hour  course  introduces  the  experienced  COBOL  programmer  to  the  new  features  and  facilities 
available  in  VS  COBAL  II.    Students  will  learn  important  differences  between  OS/VS  COBOL  and  VS 
COBOL  and  the  areas  where  modifications  will  be  required  to  convert  older  COBOL  programs  to  the 
new  format.    New  language  elements  of  VS  COBOL  II  will  be  taught  including: 

*  EVALUATE  statement  to  create  case  structures 

*  PERFORM...WITH  TEST  BEFORE  to  create  "do-while"  structures 

*  PERFORM.. .WITH  TEST  AFTER  to  create  "do-until"  structures 

*  In-line  PERFORM  statements 

*  Explicit  scope  terminators 

INTRODUCTION  TO  TSO/SPF:       presented  by  Denny  Knapp  of  the  Application  Services  Bureau 

DATE:  March  I,  1994 

TIME:  8:30  a.m.  to  4:30  p.m. 

PREREQUISITE:  3270nd  (Interactive  Class  on  Terminal  Operation) 

LOCATION:  Helena  Vo-Tech  Center,  1115  North  Roberts,  Room  210 

"Introduction  to  TSO/SPP  is  a  hands-on  workshop  about  using  computer  terminals  (or  PC  terminal 
emulators)  and  the  SPF  editor.    SPF  is  an  easy-to-Iearn,  menu-driven  system  used  to  enter  data  and 
programs  into  the  State's  mainframe  computer.    Entering  data,  changing  data  and  submitting  programs 
(jobs)  for  execution  are  covered  in  detail.    Also  covered  are  SPFs  utility  functions  and  the  tracking  of 
job  output. 

This  course  is  e.ssential  for  state  government  personnel  using  terminals  or  PC's  linked  to  the  Slate's 
central  computer.    It  is  a  prerequisite  for  many  other  ISD  classes. 

INTRODUCTION  TO  JCL  (JOB  CONTROL  LANGUAGE):        presented  by  Denny  Knapp  of  the 

Application  Services  Bureau 

DATES:  March  14,  15,  16,  and  17,  1994 

TIME:  8:30  a.m.  to  4:30  p.m.  each  day 

PREREQUISITE:  Introduction  to  TSO/SPF 

LOCATION:  Basement  of  the  Teachers  Retirement  BIdg.  at  1500  6th  Ave. 

This  course  is  designed  for  programmers,  I/O  controllers,  operations  technicians  or  users  of 
report-writing  software  who  submit  jobs  on  the  State's  mainframe  system. 

The  course  will  cover: 

•  Syntax  and  coding  of  IBM  Job  Control  language  (JCL) 

•  MVS  operating  svsicm 
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•  Handling  datascis  and  device  assignments 

•  Some  of  the  IBM  utilities 

•  Troubleshooting  and  interpreting  system  messages 

•  Hands-on  experience  writing  and  executing  JCL 

INTRODUCTION  TO  NOVELL  NETWORKING:  presented  by  the  staff  of  the  Helena  Vo-Tech  Center 

DATES:  April  13  and  14,  1W4 

TIME:  8:30  a.m.  to  4:30  p.m. 

PREREQUISITE:  Intermediate  DOS 

LOCATION:  Helena  Vo-Tcch  Center.  1115  North  Roberts,  Room  210 

This  class  will  introduce  students  to  the  basic  concepts  of  networking  in  the  Novell  3.11  environment. 
Students  will  learn  how  to  oversee  the  operation  of  a  Novell  network  including  managing  hardware  and 
software  as  well  as  how  to  set  up  users,  directories,  and  security.    It  is  important  to  understand  that  this 
course  is  not  part  of  the  CNE  certification. 


Microcomputer  Classes 


MEMORY  MANGEMENT:  presented  by  the  staff  of  the  Helena  Vo-Tech  Center 

DATE:  March  31,  1994 

TIME:  8:30  a.m.  to  4:30  p.m. 

PREREQUISITE:  Intermediate  DOS  and  Introduction  to  Windows 

LOCATION:  Helena  Vo-Tech  Center.  1115  North  Roberts.  Room  210 

This  class  will  students  an  opportunity  to  work  with  memory  configurations  on  the  PC.  Extended 
memory  and  expanded  memory  will  be  discussed.  Other  topics  covered  will  be  device  drivers,  disk 
caches.  RAM  disks,  and  configuring  Windows.    Some  time  will  also  be  spent  on  interactive  batch  files. 

BEGINNING  MICROCOMPUTER  SKILLS:  presented  by  the  staff  of  the  Helena  Vo-Tech  Center 

DATE:  March  30.  1994 

TIME:  8:30  a.m.  to  4:30  p.m. 

PREREQUISITE:  Intermediate  DOS  and  Introduction  to  Windows 

LOCATION:  Helena  Vo-Tech  Center.  1115  North  Roberts,  Room  210 

This  course  will  give  participants  brief  hands-on  experience  with  microcomputers.  The  followmg  topics 
will  be  covered: 

.    TTic  Machine  .    Spreadsheets  and  Graphics 

.    The  Operating  System  .    File  Management 

.    Word  Processing  .    Communications 

Most  class  time  will  be  spent  using  microcomputers  and  software.  This  course  helps  develop  a  positive 
attitude  toward  using  microcomputers  and  teaches  their  basic  functions.  This  class-or  its  equivalent-is 
a  prerequisite  for  our  other  microajmputer  courses. 
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FUNDAMENTALS  OF  DOS: 


presented  by  the  staff  of  the  Helena  Vo-Tcch  Center 


DATES: 

TIME: 

PREREQUISITE: 

IXKZATION: 


February  24,  1994 

April  12,  1994 

8:30  a.m.  to  4:30  p.m. 

Beginning  Microcomputer  Skills 

Helena  Vo-Tech  Center,  1115  North  Roberts,  Room  210 


"Fundamentals  of  DOS"  is  intended  for  microcomputer  users  who  need  to  know  more  about  controlling 
the  microcomputer  through  its  operating  system.  Programming  experience  is  NOT  required.  Topics  to 
be  covered  include: 

•  What  is  DOS?    Why  is  it  necessary  lo  know  about  it? 

•  DOS  names  for  peripherals 

•  File  naming 

.  Set-up  files  such  as  CONFIG.SYS 

.  Internal  DOS  commands  -  DIR,  ERASE,  RENAME,  TYPE,  COPY  and  their  variations 

.  External  commands  -  FORMAT  SYS,  DISKCOPY,  CHKDSK,  MODE 

•  Interpreting  batch  files 

•  Backup  procedures 

INTERMEDIATE  DOS:      presented  by  the  staff  of  the  Helena  Vo-Tech  Center 


DATE: 

TIME: 

PREREQUISITE: 

LOCATION: 


March  22,  1994 

8:30  a.m.  to  4:30  p.m. 

Fundamentals  of  DOS  or  equivalent 

Helena  Vo-Tech  Center,  1115  North  Roberts,  Room  210 


This  class  is  designed  to  follow  the  "Fundamentals  of  DOS"  class  and  to  give  the  user  a  better 
understanding  of  and  increased  ability  to  use  DOS.    It  is  not  designed  for  programmers  and  does  not 
cover  all  the  advanced  features  of  the  operating  system.    The  following  topics  are  covered: 


ATTRIB 

Batch  File  Creation 

EDLIN 

Batch  file  commands 
DISKCOMP 
Filters  (FIND,  MORE) 


JOIN 

LABEL 

MODE 

REPLACE 

SELECT 

XCOPY 


INTRODUCTION  TO  WINDOWS:     presented  by  the  staff  of  the  Helena  Vo-Tech  Center 


DATES: 

TIME: 

PREREQUISITE: 

LOCATION: 


Februai7  1,  1994 

April  26,  1994 

8:30  a.m.  to  4:30  p.m. 

Beginning  Microcomputer  Skills  or  three  months  of  daily  microcomputer  use 

Helena  Vo-Tcch  Center,  1115  North  Roberts.  Room  210 


This  course  is  a  general  introduction  to  Windows.    It  will  cover  the  basics  and  show  how  Windows 
makes  other  applications  easier  to  use  and  more  productive.    Topics  will  include; 

•  What  arc  Windows  -  multi-tasking  and  task  switching 

•  Using  DOS  applications 

•  Using  Windows  accessories  and  features 

•  Screen,  window  and  menu  navigation 

•  Window  si/ing  and  movement 

•  Customization 
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This  course  will  mM  include  training  for  system  administrators  and  programmers.    It  will  not  cover 
Windows  installation,  maintenance  or  advanced  features  such  as  use  for  programming  and  file/directory 
management. 


LOTUS  FREELANCE:       presented  by  the  staff  of  the  Helena  Vo-Tech  Center 

DATE:  April  28,  1994 

TIME:  8:30  a.m.  to  4:30  p.m. 

PREREQUISITE:  Beginning  Microcomputer  Skills 

LOCATION:  Helena  Vo-Tech  Center,  1115  North  Roberts,  Room  210 

This  class  will  give  participants  hands-on  experience  using  Freelance  to  create  many  types  of  figures, 
drawings  and  graphs.    Students  will  learn  to  use  Freelancc's  symbol  libran,'  and  freehand  drawing 
capabilities  and  to  import  data  from  Lotus  1-2-3  spreadsheets  to  create  a  publication-quality  chart  or 
graph. 


FREELANCE  GRAPHICS  FOR  WINDOWS:  presented  by  the  staff  of  the  Helena  Vo-Tech  Center 

DATE:  March  8,  1994 

TIME:  8:30  am  to  4:30  pm 

PREREQUISITE:  Beginning  Microcomputer  Skills 

LOCATION:  Helena  Vo-Tech  Center,  1115  North  Roberts,  Room  210 

This  class  will  give  participants  hands-on  experience  using  Freelance  for  Windows  to  create  many  types 
of  figures,  drawings,  graphs  and  screen  shows.    Students  will  learn  to  use  Freelance's  symbol  library  and 
freehand  drawing  capabilities  and  to  link  data  from  Lotus  1-2-3  spreadsheets  to  create  a  publication- 
quality  chart  or  graph. 


CORELDRAW  3.0  FOR  WINDOWS:  presented  by  the  staff  of  the  Helena  Vo-Tech  Center 

DATE:  April  27,  1993 

TTIME:  8:30  a.m.  to  4:30  p.m. 

PREREQUISITE:  Familiarity  with  DOS  and  Windows 

LOCATION:  Helena  Vo-Tech  Center,  1115  North  Roberts,  Room  210 

TTiis  class  will  give  new  users  an  overview  of  CorelDraw  its  features  and  abilities.    CxjrelDraw  is  made 
up  of  six  components:    a)relPHOTO-PAINT,  CorelMOSAIC.  CorclTRACE,  CorelDRAW. 
CorelCHART,  and  CorclSHOW.    Students  will  learn  to  create  and  edit  graphic  figures,  boxes,  lines, 
charts  and  photographic  images  through  hands  on  exercise.    These  abilities  will  then  be  combined  to 
produce  a  basic  slide  show.    This  course  is  tailored  for  the  beginning  windows  graphic  user.    Additional 
and  more  advanced  classes  will  be  scheduled  for  each  component  of  the  Corel  system. 
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WonI  Processing  Classes 


INTRODUCTION  TO  WORDPERFECT: 


presented  by  the  staff  of  the  Helena  Vo-Tech  Center 


DATES:  February  2  and  3,  1994 

TIMES:  8:30  a.m.  to  4:30  p.m.  on  first  day 

8:30  a.m.  to  noon  on  second  day 
PREREQUISITE:  Beginning  Microcomputer  Skills  or  equivalent 

LOCATION:  Helena  Vo-Tcch  Center,  1115  North  Roberts,  Room  210 

This  class  is  a  generic  introduction  to  WordPerfect  for  new  users  of  release  5.0  or  5.1.    Experience  with 
WordPerfect  is  not  necessary.    Participants  will  go  through  the  fundamentals  of  creating,  formatting, 
editing  and  printing  documents.    Some  advanced  features  will  also  be  covered,  including  checking 
spelling,  finding  a  word  or  phrase,  marking  blocks  of  text,  moving  text  and  listing/retrieving  document 
files. 


ADVANCED  FEATURES  OF  WORDPERFECT  5.1: 


presented  by  the  staff  of  the  Helena  Vo-Tech 
Center 


DATES:  April  6  &  7,  1994 

TIMES:  8:30  a.m.  to  4:30  p.m.  on  first  day 

8:30  a.m.  to  noon  on  second  day 
PREREQUISITE:  Introduction  to  WordPerfect  5.0  and  Introduction  to  Windows 

LOCATION:  Helena  Vo-Tech  Center,  1115  North  Roberts,  Room  210 

For  those  already  using  WordPerfect  5.0,  the  advanced  class  will  cover  footnotes,  column  generation, 
sorting  capabilities,  dual  document  editing,  font  changes  within  a  document,  creation  of 
style  sheets  and  master  documents,  keyboard  layout,  the  compose  function  and  graphics. 


ADVANCED  WORDPERFECT  5.2  FOR  WINDOWS: 


presented  by  the  staff  of  the  Helena  Vo-Tech 
Center 


DATES:  February  22  and  23,  1994 

TIMES:  8:30  a.m.  to  4:30  p.m.  on  first  day 

8:30  a.m.  to  noon  on  second  day 
PREREQUISITE:  Introduction  to  WordPerfect  5.0  and  Introduction  to  Windows 

LOCATION:  Helena  Vo-Tcch  Cx;ntcr,  1115  North  Roberts,  Room  210 

For  those  already  using  WordPerfect  for  Windows  5.2,  the  advanced  class  will  cover  footnotes,  column 
generation,  sorting  aipabilitics,  dual  document  editing,  font  changes  within  a  document,  creation  of 
style  sheets  and  master  documents,  keyboard  layout,  the  compose  function  and  graphics. 
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WORDPERFECT  5.1  TABLES:  presented  hy  the  stall  oi  the  Helena  Vo-Tech  Center 

DATE:  March  9,  1994 

TIME:  8:30  a.m.  lo  12:0()  p.m. 

PREREQUISITE:  Introduction  to  WordPerfect  5.0  or  5.1 

LOCATION:  Helena  Vo-Tcch  Center,  1115  North  Roberts.  Room  210 

TTiis  class  will  cover  the  creation  of  tables  in  WordPerfect  5.1.    Once  students  practice  with  Word- 
Perfect's Tables  feature  they  will  be  able  to  create  and  edit  large,  complex  tables  and  provide  automati- 
cally for  table  entries  requiring  calculation.    Students  will  learn  to  create  tables  with  text  only  or  with 
combinations  of  text  and  numbers.    Students  will  use  math  functions  and  create  formulas  to  generate 
table  entries  and  will  define  and  generate  column  totals  and  row  totals. 

WORDPERFECT  5.1  COLUMNS  AND  MATH  FUNCTIONS:  presented  by  the  staff  of  the  Helena 

Vo-Tech  Center 

DATE:  March  9.  1994 

TIME:  1:00  p.m.  to  4:.^()  p.m. 

PREREQUISITE:  Introduction  lo  WordPerfect  5.0  or  5.1 

LOCATION:  Helena  Vo-Tech  Center,  1115  North  Roberts,  Room  210 

Tliis  class  will  cover  the  column  and  math  features  in  WordPerfect  5.1.    Students  will  learn  to  set  up 
and  edit  newspaper  and  parallel  columns  of  various  widths  and  lengths.    They  will  practice  editing  text 
or  figures  in  columns  without  losing  the  desired  layout  or  visual  effect.    For  column  entries  requiring 
calculation,  subtotals  and  totals,  students  will  learn  to  create  and  use  column  definitions,  math  functions, 
and  formulas. 

WORDPERFECT  5.1  GRAPHICS:      presented  by  the  staff  of  the  Helena  Vo-Tech  Center 

DATE:  March  10,  1994 

TIME:  8:30  a.m.  to  3:30  p.m. 

PREREQUISITE:  Introduction  to  WordPerfect 

LOCATION:  Helena  Vo-Tcch  Center,  1115  North  Roberts,  Room  210 

TTiis  class  will  cover  the  creation  and  use  of  WordPerfect  5.1  graphics.    Students  will  learn  to  create  and 
edit  graphic  figures,  boxes  and  lines.    Hands-on  exercises  will  include  using  these  boxes,  figures  and  lines 
with  a  variety  of  fonts  and  with  the  compose  function.    The  class  will  also  cover  changes  in  the  Setup 
and  Print  functions  often  associated  with  graphics. 


DESKTOP  PUBLISHING  WITH  WORDPERFECT  FOR  WINDOWS  5.2:        presented  by  the  staff  of 

the  Helena  Vo-Tech 
Center 

DATES:  February  8,  1994 

April  20,  1994 
TIME:  8:.30  a.m.  to  4:.3()  p.m. 

PREREQUISITE:  Introduction  to  WordPerfect  for  Windows  5.2 

LOCATION:  Helena  Vo-Tech  Center,  1115  North  Roberts.  Room  210 

This  class  will  combine  all  the  essential  elements  of  desktop  publishing-text,  graphic  images,  and  page 
design  and  layout--to  create  and  print  professional-looking  documents.    Students  will  work  with  fonts 
and  type  sizes,  kerning,  multicolumn  formats,  graphic  lines,  graphic  boxes,  and  graphic  images.    Also 
covered  will  be  use  of  the  scanner  to  produce  graphic  images. 
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INTRODUCnON  TO  WORDPERFECT  5.2  FOR  WINDOWS: 


presented  by  the  staff  of  the 
Helena  Vo-Tcch  Center 


DATE:  March  24,  1994 

TIME:  8:30  a.m.  to  4:.30  p.m. 

PREREQUISITE:  Beginning  Microcomputer  Skills  and  Introduction  to  Windows 

LOCATION:  Helena  Vo-Tcch  Center,  1115  North  Roberts,  Room  210 

This  class  is  designed  as  a  basic  introduction  to  WordPerfect  for  Windows.    Experience  with 
WordPerfect  is  not  necessary.    Participants  will  go  through  the  fundamentals  of  creating,  formatting, 
editing  and  printing  documents.    Some  advanced  features  will  also  be  covered,  including  spell  checking, 
searching  for  words  or  phrases,  marking  blocks  of  text,  moving  text  and  listing/retrieving  document  files. 


Spreadsheet  Classes 


INTRODUCTION  TO  LOTUS  1-2-3,  RELEASE  2.4:  presented  by  the  staff  of  the  Helena  Vo-Tech 

Center 

DATES:  March  2  and  3,  1994 

TIME:  8:30  a.m.  to  4:30  p.m. 

PREREQUISITE:  Beginning  Microcomputer  Skills 

LOCATION:  Helena  Vo-Tech  Center,  1115  North  Roberts,  Room  210 

This  class  is  a  generic  introduction  to  Lotus  1-2-3  for  persons  with  little  or  no  Lotus  experience.    It  will 
consist  of  instructions  and  hands-on  practice,  with  lab  time  available  for  building  spreadsheets  of  the 
participants'  choosing. 

The  class  will  cover  design,  creation,  printing  and  editing  of  spreadsheets.    Additional  topics  will  include 
selected  graphic  features,  the  use  of  formulae  to  connect  spreadsheets,  and  the  opening  of  multiple  files 
at  the  same  time.    Students  will  learn  about  new  WYSIWYG  (What  You  See  Is  What  You  Get) 
features  of  Releases  2.3  and  3.1  such  as  enhanced  printing  of  spreadsheets  and  graphs. 

LOTUS  1-2-3  GRAPHICS:         presented  by  the  staff  of  the  Helena  Vo-Tech  Center 


DATE: 
TIME: 

PREREQUISITE: 
LOCATION: 


March  29,  1994 

8:30  a.m.  to  12:00  p.m. 

Introduction  to  Lotus  1-2-3 

Helena  Vo-Tech  Center,  1115  North  Roberts,  Room  210 


This  course  is  intended  for  users  of  Release  2.3.  3.1  or  3.1 -^  who  are  already  using  Lotus  1-2-3  to  create 
spreadsheets.    After  a  review  of  the  basic  Graph  features,  students  will  explore  options  such  as 
automatic  graph  creation,  group  data  ranges,  graph  windcws.  graph  areas  and  Named  versus  Saved 
graphs.    The  class  will  then  cover  graphic  display  and  prim  options.    Students  will  learn  to  select  colors 
patterns,  fonts  and  graph  types  and  to  save  graphs  and  incorporate  graphics  into  their  spreadsheets 


February  1904 
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INTERMEDIATE  LOTUS  1-2-3,  RELEASE  13  OR  3.1:       presented  by  the  staff  of  the  Helena  Vo- 

Tech  Center 

DATE:  March  23.  1994 

TIME:  8:30  a.m.  to  4:30  p.m. 

PREREQUISITE:  Introduction  to  Lotus  1-2-3 

LOCATION:  Helena  Vo-Tech  Center,  1115  North  Roberts.  Room  210 

This  course  is  intended  for  users  of  Release  2.3.  3.1  or  3.1-I-.    It  covers  intermediate  features  of  Lotus 
1-2-3  for  tho.se  who  are  familiar  with  Lotus  basics.    It  consists  of  instructions  and  hands-on  practice, 
with  lab  time  available  for  building  spreadsheets  of  the  students'  choosing. 

The  following  topics  will  be  presented: 

•  @  functions 

•  Date  and  time  formats  and  functions 

•  Ranges-naming,  hiding  and  protecting  ranges;  using  range  commands 

•  Global  defaults 

•  Titles,  windows  and  text  editing 

Time  permitting,  the  following  topics  will  be  covered  with  some  hands-on  practice: 

•  Selected  file  functions  and  file  linking 

•  Magellan  Viewer  Addin  (available  in  Releases  2.3  and  3.1-t-  only) 

•  Auditor  Addin  (available  in  Releases  2.3  and  3.1-1-  only) 

LOTUS  1-2-3  MACROS:  presented  by  the  staff  of  the  Helena  Vo-Tech  Center 

DATES:  February  9  and  10.  1994 

TIMES:  8:.'^()  a.m.  to  4:.30  p.m.  each  day 

PREREQUISITE:  Beginning  and  Advanced  Lotus  1-2-3  Release  2.2 

LOCATION:  Helena  Vo-Tech  Center,  1115  North  Roberts,  Room  210 

This  class  is  designed  for  tho.se  who  want  to  learn  about  Lotus  1-2-3  macros.    It  will  consist  of 
instruction,  demonstrations,  and  hands-on  practice  with  lab  time  available  to  build  spreadsheets  of 
participant's  choosing.    The  class  will  concentrate  on  using  1-2-3  Release  2.3  to  design,  create,  and  edit 
macros  to  perform  simple  operations  or  redundant  tasks.    The  material  covered  will  apply  to  all  releases 
of  Lotus  1-2-3  (2.2,  2.3,  and  3.1).    It  will  include  writing  and  debugging  macros,  using  the  keystroke 
recorder,  and  using  advanced  macro  commands. 
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CLASS  ENROLLMENT  APPLICATION 

COMPLETE  THIS  APPLICATION  IN  FULL  AND  SUBMIT  IT  AT  LEAST 
ONE  WEEK  PRIOR  TO  THE  FIRST  DAY  OF  CLASS 


COURSE  DATA 


Course  Requested: 
Date  Offered:  


STUDENT  DATA 


Name: 


Soc.  Sec.  Number  (for  P/P/P): 
Agency  &  Division;  

Mailing  Address:  


Phone: 


How  have  you  met  the  required  prerequisites  for  this  course? 
Explain,  giving  the  class(es)  taken,  tutorial(s)  and/or  experience. 


BILLING  INFORMATION/AUTHORIZATION    MANDATORY 


Responsibility  Center; 
Authorized  Signature: 


FULL  CLASS  FEE  WILL  BE  BILLED  TO  THE  REGISTRANT  UNLESS 

CANCELLATION  IS  MADE  THREE  BUSINESS  DAYS  BEFORE 

THE  START  DATE  OF  THE  CLASS. 


DEADHEAD  OR  MAIL  COMPLETED  FORM  TO: 

HELENA  VO-TECH  CENTER 

COMPUTER  TRAINING  CENTER 

1115  NORTH  ROBERTS,  HELENA  59601 

FAX  444-6892 


DEPARTMENT  OF  ADMINISTRATION 
INFORMATION  SERVICES  DIVISION 
ROOM  221,  MITCHELL  BLDG 
PO  BOX  200113 
HELENA  MT    59620-0113 


HAROLD  CHAMBERS 
MONTANA  STATE  LIBRARY 
REFERENCES  INFO  SERVICES 
1515  E  SIXTH 
HELENA  MT  59620 

DEADHEAD 


